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GETTING STARTED
with KDDMS 10.1

Home displays information specific to
you - your assignments, checked-out
work, subscriptions, and more. You can
customize your Home page to show the
information that you are interested in.

r

Most of the time. Simple Search will
be enough. Use Advanced Search
when you need more power. Your
Search history and Saved searches
are also available on the Search
tab.

|
When you want to look through the
information stored in the system,
use the Browse tab. The Recent
Contexts option allows you to see
places that you have visited
recently.

The N«avigator slides on and off the

Breadcrumbs allow you to see where
your object is located in the system.
You can click on breadcrumbs to
quickly navigate to these locations

This search option is always
available and allows you to
quickly search upon only the
object types you specify

page, so it only takes up space
when you actually need it. Click the
Navigator to reopen it

Here is what the Navigator looks like when
closed. You can click the Navigator to reopen L.}
it

v You can revisit this page and
S get more detailed information in
. the Help menu under Quick

L Links.

e —
Some pages can be
customized to display only
the content you want to see.
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1.1 Introduction

The purpose of this document is to familiarize the user with the KDDMS system (KSC Design Data
Management System.)

1.1.1 Common Terms and Abbreviations

For the purposes of this document, the following terms and abbreviations will be used...
e KDDMS — commonly referred to as KSC KDDMS 10.1, Windchill 10.1.
e Creo — commonly referred to as ProE, Creo Parametric and Pro/ENGINEER.
e Creo View — commonly referred to as ProductView.
e PTC — Parametric Technology Corporation.
e  Windchill — a PDM/PLM application from Parametric Technology Corporation.

1.2 Introduction to KDDMS

In this Section we will cover...

Target Audience
Assumptions and Prerequisites
What is KDDMS?

1.2.1 Target Audience

e The Target Audience for this document is...

e Someone who will access the KDDMS system, and needs to be able to interact with the KDDMS
(Windchill) Product environment as a Team Member.

¢ Anyone requesting a new KDDMS user account.

e This course is a required prerequisite for receiving KDDMS login credentials.

1.2.2 Assumptions and Prerequisites

e You may have prior experience with earlier versions or Windchill, but little or no KDDMS (Windchill
version 10.1) experience.

e Users may have extensive Windchill experience; however the user interface in KDDMS 10.1 is
sufficiently different, thereby this course is a prerequisite for obtaining a KDDMS 10.1 user
account.

e Existing KDDMS 9.1 user accounts are automatically transferred into KDDMS 10.1.
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e Itis assumed you have applied for a KDDMS account...

e All users who do not already have access to KDDMS 9.1 will need to request an account for
KDDMS 10.1.

e For more details, see the “How to Request a KDDMS Account” section that follows.

e You have been identified (or will be) as a Team Member on a Product within KDDMS. As such you will
need to know how to navigate within the Windchill interface, including...

e Navigating Folders and Sub-Folders.
e Creation, Check-In, Check-Out and Modification of Office Documents.
e Creation, Check-In, Check-Out and Modification of Creo CAD Documents.

e Itis important to note that the sequences shown in this document are likely not the only way to
get things done — they are just one way to present the material in hopes that it makes sense to
the KDDMS User.

1.2.3 What is KDDMS?

e KDDMS is the 10.1 Production Windchill instance at KSC.
e Note: The KDDMS 9.1 system was recently upgraded to version 10.1

e For the purpose of this document, and moving forward, the expression "KDDMS” refers to the
upgraded 10.1 system.

e Loosely translated...

e KDDMS (Windchill) is a [Browser-based] Product Data/Lifecycle Management system, providing
control of Physical data (CAD Models, Drawings, etc. — including end-to-end Versioning, History,
Iteration, Revisions, Where-Used, Search, Reporting, Notifications, and much more...) and
related associated content (Engineering data, Office and Reference documents, and more.)

¢ KDDMS (Windchill) provides control for Business data (Configuration Management, Routing,
Releasing, Lifecycle managed objects, Product Structure, Business Objects, Change Management,
Bills of Material, and so on.)

e KDDMS (Windchill) provides several Access Control methodologies to control Who has access to
What (and When), as well as a rich set of Member-, Group-, and Role-based controls for
managing the Team of Users working on various Products.
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1.3 Access to KDDMS

In this Section we will cover...

Requesting a KDDMS 10.1 Account
Logging on to KDDMS

Understanding the Windchill User Interface
Using the Home Page

Using Quick Links

Using the Navigator

1.3.1 Requesting a KDDMS 10.1 Account

e Users can request a KDDMS account by going to the KSC KDDMS Information & Publications
website — http://kscddms.ksc.nasa.gov/index.html — following the instructions
provided there.

Reference: KTI1-2717 Rev E:

Credentials:
MNeed KDDMS access? Forgot your password? Need changes?

+NOTE+ Windows-7 Users, your request may open blank — if
s0, use the Word Template [#] provided to the right of each link.

& Request a KDDMS Account — (KT-2717) — Leam I'-.I:-r;
+ K +

+ Request KDDMS Account Changes — or Win7: (v +
+ Development System Account Activity — or Win7: il =
+ Request for PTC Support/Training Account — or Win7: (]

1.3.2 Logging On to KDDMS
e The information in this section will be used after you receive your KDDMS credentials (after you have
completed this training.)

e To log on to KDDMS, open a Web browser and enter the URL for KDDMS. There are a couple of ways
to do this —

e http://kddms.ndc.nasa.gov/Windchill (the “w” must be in caps.)
e or just enter either KDDMS or kddms .

| https://kddms.ndc.nasa.gov/Windchill
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e When the KDDMS Splash Screen and Login window appears, type in your KDDMS credentials (User
name and Password.) If KDDMS recognizes your credentials, you will be logged on to the system and

your KDDMS Home page is presented.

Kennedy

Space Center

indowssecuics ST

=)

The server kddms.ndc.nasa.gov at Windchill requires a username and
password.
Warning: This server is requesting that your username and password be
sent in an insecure manner (basic authentication without a secure
connection).

h ) [ User name ]

| [ Password |

! -

[] Remember my credentials

e Firefox is the preferred Web browser to use, but Chrome and Internet Explorer are alternatives.

e You will not be able to complete your login until your KDDMS account has been created.

e Your KDDMS account credentials are exclusive to KDDMS (for example, your NDC
username/password will not work in KDDMS.)

1.3.2.1 My Logon was Successful — How do I Logout of KDDMS?

e A question that commonly comes up is, “ How do I logout of KDDMS?”

e There is no logout function. Closing the browser is the only way to completely log you out.

e All browser windows/tabs must be closed in order to be completely logged out of KDDMS.
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1.3.3 Understanding the Windchill User Interface

e The Windchill interface is composed of three main sections; the Header, Page, and Navigator.

Windchill

Home
Page Icon

Part, Document ‘

Quick Links

|| Recently Accesse™

Checked-Out Work Al

10jeBIAEN

Checked-Out Work | Workspaces ‘ Tasks

| customize -

(5 objects ) il

! Search in table LPE-@
Number Version State Last Modified | Context
_CAD-KTI-5452_r4 ] K0O000101413-GEN (D) O -3 In Work 2012-04-09 09:25 EDT KDDMS Admin Team P =
(=] _] DRAFT | - KT 5453 Ia K0000101414-GEN i D =2 In Work 2012-04-03 12:58 EDT KDDMS Admin Team P
O [E]FastTes|  Pin Navigator [£] K0000000627-GEN (D) ¥ -3 In Work 2012-03-29 08:38 EDT KDDMS Testing Produc i
[F) =] AA_shapes '] 0000000377 DD o-a Tn Work 2012-03-28 18:33 EDT KDDMS Testing Produc’
=1 inn within PONKAS =11 NN N1 A1 GEN Do E T il 2019 A7 28 1803 ERT KTINME Admin Taam D

<]

[

»

(0 objects selected )

Navigator Bar
(unpinned)

[l

= My Workspaces (3 objects )
K 3 Search in table R ﬁ v @
F1 Name 1 Context Description

O e kddms_testing Fkooms Testing pr.. D & X =
[F1 51 Workspace on AGSM P... 33acsMm product D7/ X =
1 7 krdms arc enencer LN DR 02 s =
< 1] 3

(0 objects selected )

Navigator
Links
(0objects) [

B @ D 74 2| Actions - Search in table LPE-Q@
@] Name Subject State Done Status Deadiine Assigned |

5SSOI | [pIEas

e The Header area contains the ability to perform a simple search, and a series of useful tools
available from the Quick Links drop-down menu.

e The Page area displays information in various tables and provides navigation and page

customization tools.

¢ The Navigator area provides access to advanced search utilities and the ability to browse
contexts (Products/Projects/Libraries) to which you have access.

1.3.4 Using the Home Page

e Each time you login to KDDMS, you will be taken to your Home page.

e You can also access your Home page at any time by clicking the Home icon from the upper-left
corner of the page or in the upper-right corner of the Navigator panel.

e The Home page displays a series of tables that provide information specific to you.

o If the tables extend beyond the visible portion of the page, you can use the links at the top of
the page to scroll to the desired information.

@

Tasks\ Checked-Out Work \ Discussions| Updates

= My Tasks | Open
ot B2 O

»
z
2
=

o
2

Artinmn =
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e The following tables can be displayed on the Home page:
e The Tasks table displays and manages all items that are assigned to you.
e The Updates table displays all of the objects that you have recently created or modified.
e The Checked-Out Work table displays all of the objects that you currently have checked out.
e The Packages table displays all of the packages to which you have access.
e The Workspaces table displays all of your workspaces.
e The Meetings table displays your meetings.
e The Notebook table displays links and files related to your work.
e The Subscriptions table lists objects to which you subscribe for event notifications.
¢ The Reports table displays the reports available to run and the report results.

e The Discussions table displays discussion topics you have created or have been added to.

P>The system default for the Home page is to have the My Tasks (previously called Assignments),
Updates, and Checked-Out Work tables displayed.

Windchill

All Types

2 ||| Quick Links - |

@ Recently Accessed~
» Updates | Checked-Out Work | Tasks [(customize +
z
2 || = updates Most Recent - sk
a b @ upaates
= IEER - sean il 2
= [l Checked-Out Work
4 MName Number Version State Last Modified Conts @
: ] KOOOOLLBAT-GEN (i) 2 Inwork 2013.0314 1522 e07 kDD [ Packages
() KIODOL19849-GEN () 1 InWork 201205170919 e07 KpDAf [ Workspaces
EKNOOOLL4-GEN () O -2 Inwork 2012.0403 1258 eo KDDHYY ) Meetings
T KIODO0MI3-GEN () O -3 InWork a01203.3008:50 e07 KpDHf [ Motebook
5] creo1.0_Schoos._Edition ] KOOOOLOL415-GEN () 2 InWork 20120328 1504 e KD [ Subscritions
Reports
; |
“
Z || Discussions
1 (0 objects selected) L)
# = Checked-Out Work Al M (5 objects)
& n Search in table PE-@
: MName Number Version State Last Modified | Context
=| KDDMS-KSC-CAD-KTI-5452_r4 @ K0000101413-GEN D o -3 In Work 2012-04-09.09:25 EDT  KDDMS Admin Team Project il
RAFT_KDDMS-KSC-CAD-KTI-5453 @ K0000101414-GEN D o -2 In Work 2012-04.0312:58 EDT  KDDMS Admin Team Project
5tTest26. bt D K0000000627-GEN D o -3 In Work 20120329 08:39 EDT  KDDMS Testing Product 3
\_Shape_Data.xls @ 0000000377 D o -4 In Work 2012-03-28 18:33 EDT  KDDMS Testing Product
ﬂ‘ =| searching within KDDMS Y K0000101412-GEN Do -1 In Wark 201203—‘2& 1502 EDT  KDDMS Admin Team Project =
« i y
(0 objects sclected)
o [l = My Tasks Open - (0 objects)
2
=8 B @ @ 79 L | Adions - Search in table PE-@
e Name Subject state Done Status Deadiine Assigned_| Context
g (0 objects selected )
& P

e The Customize menu in the upper-right corner of the Home page enables you to add or remove
tables from the page.

e Some table options may be greyed out based on preferences set by your administrator.

e Once you have selected the tables that you want to display on the Home page, you can
change the display order by clicking and dragging the table link at the top of the page.

5| a

- -
Tasks|Checked-0utWDrk Discussions | Updates

= My Tasks Open =
i o B A O | Ackione =

ebineN ©
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1.3.5 Using Quick Links

The Quick Links drop-down menu enables you to access commonly used tools, preferences, and
information.

e The Quick Links menu is located in the upper-right corner of the User Interface.

Pl v || Quick Links~

B T ——————
‘Par*[. Document v| 8 Search ...

Help |2
Clipboard
B wvs Job Monitor
My Settings 2
Event Management
Search in table

_‘tg] My Noteboak

Done Status Deadline
Software Downloads

@ Email Page

Copy Page

The Quick Links Menu contains the following...

e The Help menus, which provides access to a variety of Help tools and utilities.

Windchill Help Center

About Windchill

Windchill Support Center Website
Windchill Communities

Contact Windchill Publications
Welcome to Windchill

Quick Start Guide

What's New in Windchill

e The Clipboard option enables you to cut, copy, and paste objects and URLs in the system.

¢ The WVS Job Monitor option opens the WVS Job Monitor page from which you can view the
status of Visualization Publish jobs.

¢ The My Settings menus, from which you can set your Preferences, view and update your
Profile, and manage your Calendar.

Preferences
Profile

Calendar

¢ The Event Management option enables workspace users to view and manage system log
messages generated from their authoring or modeling applications.

¢ The My Notebook option opens the My Notebook table, which displays links and files related to

your work.

e The Software Downloads option opens the Software Downloads page, from which you can
install supporting and integration software.

¢ The Email Page option opens the E-mail Page utility, which enables you to send an E-mail
referencing the currently viewed page.

e The Copy Page option enables you to copy the current Windchill page to the clipboard.
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1.3.5.1 Changing your Password

Quick Links > My Settings > Profile

e The Profile page shows general information about the currently logged in user and is used for
changing your KDDMS Password.

e Choosing Edit Password from the Actions drop-down menu will display the Edit Password
window, allowing you to change your password.

Part, Document w4l Search . .. Pl IQulckLlllksv']

e
Help v
[0

Clipboard

Acionss) & User - B wvs JopHlionitor

Edit Password Preferences L{ My Settings b
I

Profile f Event Management

L3
Visualization and Attributes ol 2] My Notebook

Attributes Software Downloads

User Name: B Email Page

Email: Gy

Postal Address:
Telephone Number:

Organization: 22264

1.3.5.2 Setting Personal Preferences

Quick Links > My Settings > Preferences
e The Preference Management page is employed to set KDDMS operational preferences.

e KDDMS is configured with default preferences. The Preference Management area can be used
to customize the settings to a particular user’s liking.

v! Search... £|v | quickLinks+

Help 2
Clipboar
B wvilbb Monitor
Preferences My Settings 4
Profile Event Management
rovide alternative| Calendar zj My Notebaok
Software Downloads
crosoft Excel, Microsoft PowerPoint, M @ Email Page
Vord, Excel, PowerPoint, Qutlook and V| Copy Page
= Preference Management Standard M (46 objects )
Y| (2= left pane ¥ 4 @
_ |Name 1 Value Description
-
# Display Related Manufacturing Objects Display Related Manufacturin
= Display
# Clipboard
1 Configuration Specification
Context List Tables Paging Size 15 Controls the number of rows
Default Email Application Generic email application Sets the preferred email appli
Display length of Note Text in Information Page 255 Display length of Note Text ir|
Enable Spatial Expansion Criteria Yes Enables the ability to filter a |~

# General Collector General Collector Rule Values|

Left pane folder explorer Ye

Contrals the display of the lef
Set Pref
Recently Visited Contexts List Size Per Type 5 Determines the number of ite

\%y Note: Some Preferences are locked by the KDDMS Administrator.
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1.3.5.3 Software Downloads

Quick Links > My Settings > Software Downloads

e The Software Downloads page displays additional KDDMS related software available for download.

IPart. Document - Search... Plw Quick Links+

Help F
Clipboard

. WVS Job Mofitor
My Settings 3

Event Manggement

Search in table
gj My Notel

Dane Status Deadline
Software Downloads
@ Email Page

Copy Page
| L T

e Typically, only Creo View and Windchill Desktop Integration will be available for download.

Software Downloads

Setup and Installation
Bootstrap Loader Installation If your network does not allow Windchill applets to communicate with Windchill servers, this
package will provide alternative means to do so. Please contact your IT department for assistance and to determine if this is

[ =la]

equest the online installation of the Creo View visualization client.

windchili"Desktop Integration Install this tool to manage your Windchill documents in Microsoft applications such as Microsoft

Waord, Microsoft Excel, Microsoft PowerPoint, Microsoft Qutlook, and Microsoft Windows Explorer.

Windchill Desktop Integration (64-bit) *nstall this tool to manage your Windchill documents in Microsoft applications such as
1eroso’ ord, Excel, PowerPoint, Outlook and Windows Explorer on a 64-bit OS.

\:&After completing this course, you will receive additional information regarding the downloads
that will be available to you.
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1.3.6 Using the Navigator

The Navigator contains a Browse and Search tab.
Windchill

FLEUe|| Browse “

IEE B

=

@ Products > NE Example Product

T E

The Navigator enables you to Search or Browse for information in Windchill.

Quick Links~.

| Recently Accesse |

1
©

I | Actions ~| 33 Product - NE Example Product

Recently Visited
Hgkddms_testing
= 33 NE Example Product
Details
* Folders
Workspaces
Packages
> Team
Tasks
> Change Monitor
Discussions.
© Reports
1+ 4 KDDMS Testing Product
% 35 Cx Hypergolic Delivery System Pry
1+ 34 Cx VIE Handling and Access Prod|
% 35 LETF System Product
1+ WWatermark Verification Library

=] :‘GSE Cable Infrastructure Project
# [*|KDDMS Admin Team Project

# 100T8 Proiect
<

=
&
‘E- = Folders (14 objects ) = Folder Contents Al - (13 objects)
Fl R ——
g | [orinseacsone (0] |17y % H ta D Fl Adons s [seorcninaok 28 B
Name 1 @] Number Name t
=58 NE Example Product g B = Packages |l
(23 01 Project Manageme (@] B 98. To Be Filed
(29 02. Systems Engineeril B B Windchill Parts
8 =5 03. Design Engineering (@] & 03. Design Engineering
[ 04. Spedialty Engineeri B B2 99. Delete
23 90. Receipt and Releas| _ (=] B 90. Receipt and Release
[ 94. Notes @] B 97. Send to Library
[E3 95- Promotions Fl [ 94. Notes
[ 96. Baselines (@] B 95. Promotions
85 97. Send to Library (@] [+ 96. Baselines
E (23 98.To Be Filed B (@] Ea 04. Specialty Engineeriny
3 (3 98. Delete Fl B 01. Project Management |
= H B Packages h E) Ba 02. Systems Engineering T
=l | e — '
=
2 (0 objects selected )

The Navigator can be expanded/collapsed and pinned using the Navigator bar icons.

Windchill |
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1.3.6.1 The Browse Tab

e The Browse Tab contains links to Products, Projects, Libraries and Change tabs

I_@i- Browse m | <l

REN

-é
(J The Recently Visited option provides quick access to recently accessed Products, Projects, Libraries.

jﬂ ﬁi The Product and Library options display information about the Products/Libraries to which you have

access.

The Details link displays attributes and information about the context.
The Folders link displays the contents of the current context in a folder structure.
The Workspaces link displays all of your workspaces for the current context.

The Packages link displays all of the packages for the context and delivery information for
those packages.

The Team link displays all team-related information and actions for the team members of
the current context.

The Assignments link displays and manages tasks that are assigned to the context team.
The Change Monitor link displays change information and status for the context.
The Discussions link displays all discussion topics for the current context.

The Reports link displays the reports available to run for the current context and the report
results.

J The Project option displays information about the Projects to which you have access.

J The Changes option provides status and information about engineering change.

The Issues selection displays all of the problem reports for which you are a team member.
The Variances selection displays all variances for which you are a team member.

The Change Requests selection displays all the change requests for which you are a team
member.

The Change Notices selection displays all the change notices for which you are a team
member.

The Change Monitor selection displays the Change Monitor page, which enables you to
gauge change process status for various contexts.

The Reports selection displays change reports available to run and the report results.
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1.3.6.2 The Search Tab

e The Search tab provides access to a Search History list, a Saved Searches list, and the Advanced

Search utility.

\%'The Search field located in the Header is a Keyword search. Use the drop-down to select the

object type for which you are searching.

Part, Change Request,... v Search ...

P lv| | Quick Links+

e Advanced Searches can be performed...
e Search Name and/or Number
e Search by object Type
e Search by Context

Search History and Saved Searches Advanced Search

Keyword:

Type: Add

I_ All Types |7 {r} Part l_ -:ﬂ Change Request

Context Options

Criteria:  Add <

Neme [z ]
Nomber[<fm|[ ]

Find: With all of these criteria =

\EJ> Keyword searches can be performed here as well.

l_ i Change Notice
CAD Document |_ g Requirement

- I-_!] Problem Report [ _] Document [ &

[~ All Contexts ¥ 3 NE Example Product [ 33 NE SEI for GSDO Product

Save This Search

| S-éar-c-r Save This Search
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1.4 Products and Libraries

In this Section we will cover...

Primary Storage Contexts
Product Membership
Organization of Products

Teams and Roles

1.4.1 Primary Storage Contexts (Products and Libraries)

When you create documents, you also dictate where to store them.

e Typically, this is based on the location in which the document will reside.

e KDDMS is made up of several individual storage locations, called Contexts.

e There are three primary storage Contexts in KDDMS — Products, Projects and Libraries.

e In this particular document, we will be focusing on Products.

1.4.1.1 What are Products and Libraries

A KDDMS Product provides the storage location under which a team of people can create and
manage all of the information (data) that is relevant to the design, manufacture, and support of a
product.

o At KSC, Products generally represent an individual Subsystem or Program Element.
e If you plan on Releasing objects in KDDMS, they must be in a Product.

Libraries are more general. If you wanted to create a library of parts that could be shared within
multiple Products, you would store them in a Library.

Products and Libraries organize their objects within folders.
e KDDMS utilizes a standardized KSC folder structure, by default.
e Storage Contexts in KDDMS — Products, Projects and Libraries...

Storage Contexts

» >
Products Product [_J Library
Store objects related to one product. :"D Folder :*-[j Folder
Organize objects in folders. :r—l:I Folder :r-[j Folder
ibrari P -1 Ford =[] Foud
Libraries P (3 Folder o (] Folder
. G Folder LT [j Folder

Store objects related to one another,
but not to one specific product. | Folder -3 Folder
Organize objects in folders.
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1.4.1.2 Products

A KDDMS Product provides the location where a Team of people can create and manage all of the
information that is relevant to the design, manufacture and support of the Product.

Products are individualized containers for doing design work. The following, for example, would all
be individual Products in KDDMS...

e Hypergolic Delivery Systems

e Mobile Launcher

e LETF Systems

Products contain Documents which are organized in folders.

e CAD Documents (for example, Creo models.)

e Documents (for example, MS Office, PDF.)

e Parts, End Items (used to build Product Structure.)

Products have a Team of users who have varying levels of access.

e Predefined Roles are employed to define the Team (for example - Team Members, Product
Managers, Guests.)

1.4.1.3 The Idea of Folder-Based Content

All documents should live in a Folder/Sub-folders of the Product.

e At KSC, the desire is to NOT create content in the Root (top-level) of a Product.

1.4.2 Product Membership

Your user account will have Guest (read-only) access to all Products that have been created for public
access.

Membership to a Product is not automatic.

e You must be added as a Team Member to every Product you are going to be working (create and
modify) in.

e The Product Manager adds people to the Product Team.
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1.4.3 Organization of Products

e The Product and Library options display information about the products to which you have access.

lmn Browse m | <l
_ = P >
(CRE-=EIR |

Recent Products ¥ View All

+ ECMASS Product
+ ECK WIE Handling and Access Product
+ ﬁ LETF System Product
= ﬁNE Example Product
Details

10)ebiaeN

Folders
Workspaces
Packages
Team
Tasks
Change Monitor
Discussions
Reports
+ 3§KDDMS Testing Product
+ _ﬁ(x ECS Product

e The Details link displays attributes and information about the context.
e The Folders link displays the contents of the current context in a folder structure.

e The Workspaces link displays all of your workspaces for the current context.

¢ The Packages link displays all of the packages for the context and delivery information for

those packages.

e The Team link displays all team-related information and actions for the team members of

the current context.
e The Task link displays and manages tasks are assigned to the Product team.
¢ The Change Monitor link displays change information and status for the context.

e The Discussions link displays all discussion topics for the current context.

e The Reports link displays the reports available to run for the current context and the report

results.

1.4.4 Teams and Roles

e As mentioned previously, Products consist of Team Members in assigned Roles.
e Roles define who can do what in the Product.
e The main Roles in a KDDMS product are...

¢ Team Members — Personnel in this role create and modify documents.

¢ Product Managers are Team Members with the additional responsibility of managing the Team,

organizing the Product and other Product Administrator functions.

CHECK THE MASTER LIST - VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE

Approved for Public Release; Distribution is Unlimited



Multiprogram/Project Common-Use Document

Title: Getting Started with KSC Document No.: KSC-CAD-KTI-5452 Revision: REVISION.05
KDDMS 10.1

Submittal Date: 5/24/2013 Page 18 of 48

1.5 Working with Documents

In this section, we will be covering...

What is a Document

Folders in a Product

Getting Information About a Document
Locating a Document

The KSC Lifecycle

Versions and Iterations

Managing Your Work

1.5.1 What is a Document

e Documents, as defined in KDDMS, are objects designed to store any data.

e A Document can stand alone or can be associated with other document types, for example,
Product Structure, or other documents.

e Types of KDDMS Documents:
e In general, there are three Document Types we will be working with...
e Office Documents (WTDocuments)
e Creo CAD Documents (EPMDocuments)
¢ Product Structure Documents (WTParts)
e Office Documents are typical working documents such as MS Word docs, MS Excel docs, PDF's,
images and more. They have icons that look like...

dguEaad08s

bmp i T Bt doo ;o fi e )

Hw—

e Creo CAD Documents are used to store engineering design data such as Drawings and Models.
They have icons that look like...

oL EdedH

Format | % ! Layout :i%: Report |

pet i it Uorawing |0
i Part : . S .
...... : Diagram | Markup

,,,,,,,,,,,, Manufacturing :

e Product Structure Documents are objects that represent a component of an Assembly in Product
Structure (used for example in Bill of Materials, a.k.a. "BOMs”.) They have icons that look like....
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1.5.1.1 Document Type Examples

A KDDMS Document is a content holder for files, URLs, or externally stored content integral to
product development, such as specifications, requirements, assembly functions, technical
publications, prototypes, and services documents.

A CAD Document is a revision controlled, life cycle-managed object containing a CAD model, which
is a file or a set of files containing information in a CAD application format.

e A CAD Document is a content holder for CAD-derived files that can be related to parts in order
to further describe the associated part. It can also be related to other CAD documents so that
dependencies created and maintained by the authoring CAD system are represented.

A Part is a physical component or assembly used in a product structure. A product structure is a
hierarchical representation of all assemblies and component parts necessary to assemble an end
item.

An End Item is the top-level assembly that represents a unit of product functionality that is sold,
assembled, and delivered to the customer. Additional end items may be created within a product in
order to support the concept of product lines and modular products.

More on these document types later...

1.5.2 Folders in a Product

All Documents in KDDMS are maintained in Folders.
The Folders minor tab displays the folder structure of the current Product.

The Folder layout in KDDMS takes its origin from Windows Explorer, where the main Folder list is
displayed on the left, and the chosen Folder Contents is displayed on the right.

e All Products utilize a KSC KDDMS standard Folder structure.

Part, Document S P || Quick Links» ‘
2] Browse @ | <l @ Products > NE Example Product | Recently Accesse |
() | H ﬂi O j | | Actions ~| 33 Product - NE Example Product
Recent Products » View All =- = Folders (14 objects) = Folder Contents Al - (13 objects )
£ .
=) 3 NE Eample Product 7 [searcninsd @] || |7 %5 3] & 03 B | Actions - Search in table PE-O
Details Name t (@] Number Name
/| 9%, NE Example Product B & Packages
Workspaces ? A =
. Project Manage! -
Packages = l g U ] 98, To Be Filed
Team _ 3 02. Systems Engine( | | [£ &= Windehill Parts
Tasks 7 # =5 03. Design Engineer ™ ] 03. Design Engineering
Change Monitor '_ 3 04. Spedalty Engine B = 99. Delete
Discussions # (2 90. Receipt and Rele [l = 90. Receipt and Release
Reports _
94. Notes , .
#1 33 CMASS Product . - If - £7-Sendto Library
%1 3 C VIE Handling and Access Product ’ EEsdnomations Fl =] 94. Notes
41 3 LETF System Product Z £ 96. Baselines B & 96. Baselines
41 33KDDMS Testing Product _: #[g 97 Send to Library | [F] B 95. Promotions
# 3 Cx ECS Product 3 98.To Be Filed (=] 3 04. Specialty Engineering
4 33 6CS Product 09, Delet =
clete 5
41 34 O« Hypergolic Delivery System Product _ U = 01 Project Management
¥ 2 Packages B = 02. Systems Engineering
3 Windchill Parts
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e Note the drop-down menu next to the Folder Contents — this drop-down allows us to filter what is
displayed in the Folder View...

= Folder Contentf & M (2000 of more than 2000 objects )
(3 | Actions ~ ;'Cka View - o Search in table LE-@
] Num ke Version State
e et et s [= All - OOTB + Full Details
(] El LS P— m1500002_02a i -1 Released 5
Fl B K40l cAD Documents m1500002_05_11 D -1 Released
B E kq0i Change Objects m1500001 11 17 D -1 Released
A B kdoi Configurable Modules m1500001_04_07 D -1 Released
@] = ki Contents m1500001_01_03 D - Released
@ [] (=] refgy Crested or Modified By Me Brm1500002.03 04 Dot Released
@] B] oy o m1500002_12_16 0 -1 Released
— Documents
Fl B KGO . rmic Documents m1500002_17_21-RevA4 D -1 Released
] (=] =7 <901 oy gers m1500002_30 D -1 Released
@] B g0l 1n Work = [pm1500002_27_31-Rev14 D -1 Released
@] = kdoi Last Modified m1500002_22_26 0 -1 Released
@] 235 Links M1500001_04 D Released
B 25| Module Variants M1500001_08_10 D -1 Released
@] 2351 :D; Released M1500001 11 17 D -1 Released
— arts
Lr:l 245l Pencing Changes M1500001_04_07 i -1 Released
Fl 23505, motion Requests M1500001 B1 B7 D -1 Released
@] 245! peleased M1500001_01_03 i -1 Released
@] EQ Variant Specifications fl_225m1500002_17_21.drw i) -1 Released
(@] EQ2 ----memmmmemnmeee e P 225m1500002_27 31.drw D -1 Released )
< [l Save As View .. I v
&4 (0 objects selecte I_Custumize |*_ '

e The default View displays All Folders and Documents. Other choices can be helpful in presenting
(filtering) specific subsets. You can also create your own Customized View...

P>If your Folder Contents list display is not what you expect to see, it may be that the View
selection is set to something other than All.

& Customize View List: Product and Library Folder - Windows Internet Explorer @M
Customize View List: Product and Library Folder @
= Views: (22 objects)
x % ﬁﬁ ¢ Search in table »r ﬁ =
D Name t Show Creator Last Modified Description
O e =] 3 System 2012-08-23 13:50 EDT Al =
I [F]| Al- OOTB + Full D... =] = Administratar 2012-08-23 13:50 EDT Al with Full Details (C
E| By owner =] ~ Administrator 2012-08-23 13:50 EDT By Owner =
[Pl cAD Documents =] ¥ Administrator 2012-08-23 13:50 EDT CAD Documents
[l change Objects =] I Administrator 2012-08-23 13:50 EDT Change Objects
I 1 Configurable Modul.. [ g [ Administrator 2012-08-23 13:50 EDT Configurable Module
E contents = 2 Administrator 2012-08-23 13:50 EDT Contents
[F]  Created or Modified... =] Ical Administrator 2012-08-23 13:50 EDT Created or Modified |
[ Discussed =] ~ Administrator 2012-08-23 13:50 EDT Discussed
[Pl Documents Fﬁ Ical Administrator 2012-08-23 13:50 EDT Documents -~
< | I | »
(0 objects selected )
L 0K
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1.5.3 Getting Information about a Document

e Each document inside KDDMS has many associated features. The KDDMS default Folder View will
give us some of the more important information about these features.

e Documents in Folder View

e The content of any chosen Folder (the Norm-Tests sub-folder, in the left-hand window below)
is displayed in the Folder Contents area (right-hand window.)

Part, Document n Search... W | QuwckLmst
j @ Products > LETF System Product > FD'dEfSa be d g h K m n p\ Recentlv Actessei™
Pl
| | Actions + | &3 Folder - 03. Design Engi 1g
z I I
E- = Folders (17 objects ) = Falder € tsf Al | - (2000 of more fhan 2000 objects )
% [search in selectedfoter  [O] || 3|} [adtiorts - Search in table PE-@
Name t ] Number Name Version State Last Modified |
=%, LETF System Product i B =l K0000043214-DSN [] 225m1500002 27 31-RevA4 (§) -1 Released 2012-01-24 11:41.. ‘;]
5z 00. Migration Data (@] B K0000043232-DSN [ 225m1500001_08_10 i -1 Released 2012-01-24 11:41...
23 00. 8.0 Promotion PDF{ B El K0000043231-DSN [] 225m1500002_29 i -1 Released 2012-01-24 11:41...
== 00. Release Files [ = K0000043230-DSN [] 225m1500002_17_21-Revl5 (i =i Released 2012-01-24 11:41...
H=3 35 Engineering Drawing B _] K0000043229-DSN :] 225m1500002_28 i -1 Released 2012-01-24 11:41...
3 O1. Project Management (@] B K0000043228-DSN [] 225m1500002_01 i -1 Released 2012-01-24 11:41...
3 02. Systems Engineering B _] K0000043227-DSN :] 225m1500002_02 i -1 Released 2012-01-24 11:41...
- 03. Design Engineering (@] E| K0000043226-DSN [ 225m1500002_31 i -1 Released 2012-01-24 11:41..
=5 04. Spedialty Engineering |~ @ B K0000043225-DSN [ 225m1500002_02a i -1 Released 2012-01-24 11:41...

e Columns (left to right, above) are...

a. General Status — Indicates if the Document is Checked-Out.

- Document is Checked-Out by you.

@ - Document is Checked-Out by someone else.

Share Status — Displays the object’s status relative to a Project.

Change Status — Indicates whether there is a change against the object.

Object Type Indicator — Indicates the Type of the Document.

Thumbnail Navigation — Displays a thumbnail of the object.

Number — The KSC Number of the Document.

Document Format — Displays the format of the object (for example, PDF, Creo Part, Creo Assy).
Name — The Document’s name.

View Information — ‘A link to the Document’s Details Page.

. S . .
Discussed — =" Discussion comments for an object.
. Version— Indicates the Version of the Document.
State — Indicates the State of the Document.
Last Modified — Indicates the date the object was last modified.

TS3IxFTLer0000

\7@> More information to follow on these items.
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1.5.3.1 What's available on a Document’s Details Page

e The Details page U shows the details of any given Document in KDDMS — such as Number, File
Name, Name, Version, State, Type, Location, History and associated Dates.

@ Products > LETF System Product > Folders > 03. Design Engineering

| Actions - | [=] Design (KSC) - K0000043231-DSN, 225m1500002_29, -.1

Details rStlUL‘tlllew rCLﬂtEn‘ﬂ rReIated Objectsw rcnangeﬂ rTlacEablllW] rHlstorﬂ raatioﬂmp Exploreﬂ rNew Tab1l T] '61

Visualization and Attributes | I\NAtlributes
General -
Name: 225m1500002_29 Number Additional
Information
Status: Checkad in —_—
Primary Content: 275171990002 29pdf &

Document
Status

Document
Format

2012-01-28\11:41 EST

N Modiied By:
wndified:

=l Business
Representation T

. h e Name
KSC Document Type: DSN (Thumbnall) yp
= System
Description:
Format Name: PDF State: In Work - Completed - Released - Cancelled - Superseded - Inactive-FND - Stored - Under Review
Context: LETF System Product  Location: /LETF System Product/03. Design Engineering

Life Cycle Template: KSC Normal Docs Team Template:

Created By: Migration-User Modified By: Migration-User
Created On: 2012-01-24 11:41 EST  Last Modified: 2012-01-24 11:41 EST

1.5.3.2 Viewing a Document in Creo View

¢ Creo View is the "Official” viewing tool for all KDDMS Documents. As such, we will learn how to
view Documents using Creo View.

e When viewing or printing Documents from KDDMS, it is important to know the Release status of
the data being viewed. When viewing Documents using the KDDMS configured ProductView,
Watermarks are applied.

e A Watermark is data added to the Document being viewed, based on its Released State. So, for
example, if a Document is Not Released, the Watermark will display as such.

File-  Home | Markup @
B 2m h QRAARE™ 0 0. Db
- & Fit Height i
Loz Find Zoom Zoom  Zeom Zoom = ©9" | M Fiters First Previous Next Last
= B Select Mode Al Window I Out g Actual Size S
Views Selection Navigation Display Pages
@@ & Shape_Data.pdf x]
Name: Shape_Data pf | NOT RELEASED | N
(D) Pages H
Page 1
Page 2
Page 3
Page 4 EFX Shapes Data

Shape Sub-Type _[ProE File Name [Table File Name |Part_Description (28]

|channel.tab

(flat.tab 3
[beam tab
i beam.tab
i_be: s tab BEAM

e
By Schedule

By Wall Thick Des.
By

E’Important — If a Watermark is not present, then it is not an Official KSC Document.
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1.5.3.3 To View Documents via Creo View

e There is more than one way to view documents...
e In afolder view, from the Actions menu, select Open in Creo View.
1 P Download Primary File olders > wtDoc Testing
3 Shape_Data-pdf, A.1
Openin ﬂ %3 Open in Creo View || ] Traceability ||| Relationship Explorer Il ®
| V_| '%_‘ Relationship Explorer
[T checkout | - General
@‘f Check Out and Download Name: Shape_Data-pdf
[} Check Out and Edit Status: Che(k;d in
m Primary Content: Shspe Datapdf @ B
d Modified By: keith-little, {Org
K] Last Modified: ~ 2012-07-0610:32 EDT
Replace Content
Mew b
L Cepy |
o Alternatively, from a Details page @ of the document, simply select the thumbnail image in the

upper left-hand corner.

(A Products > EDMS OOTB General Product > Folders > wtDoc Testing

[ Structure |[[ Content ||| Related Objects ||| Changes

General

Name:

Status:

Actions~ | [Z] Document - 0000000041, Shape_Data-pdf, A.1

History

[ Traceability ||| Relationship Explorer

Shape_Data-pdf
Checked in

Primary Content: Shape Data.pdf @ [

Modified By: keith-little. (Org)
Open document content in Jeo View ffied:  2012-07-06 10:32 EDT —
/'J -
= System
Description:
Format Name: PDF State: In Work - Released - Canceled
Context: EDMS OOTB General Product  Location: /EDMS QOTE General Product/witDoc Testing
Life Cycle Template: Basic Team Template:
Created By: keith-little, (Org Modified By: keith-little. (Org

[ @ |

A separate Creo View window opens...

File-  Home Markup o
N I @) (=) Brtwdn p O £
£ 2 T . \ 1 4 Y
E - & M N k« [ Fit Height _ #
Find Zool Zoom Zoom (1 Filters. Mext Last
s Select Mode Al Window In  Out o Actual Size -
Views Selection Nawgation Display Pages
ERC e Shape Data.pdt x
Name: Shape_Data pif NOT RELEASED -
[IPages
Page 1
Page 2
Page 3
Page 4 EFX Shapes Data
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1.5.4 Locating a Document

1.5.4.1 Browsing

e A document may be found by browsing the folder structure of KDDMS. Often times however,
searching for a document is faster.

\:l;> Browsing folders within KDDMS can be time consuming, depending upon the number of
documents in the folders. Using the Search functionality is generally the faster method to find
documents in KDDMS.

1.5.4.2 Searching

e Searching allows you to find documents in KDDMS by searching on the document’s attributes (such
as name or number), and possibly, the document’s content (such as the text of a document).

e KDDMS is configured to perform index searches, which allows you to search for information in
the database. An index search uses the concept of a collection, which is a group of business
information objects (both keyword and attributes).

¢ In the Navigator, the Search tab provides access to a Search History list, a Saved Searches list, and
the Advanced Search utility.

e The Search field located in the Header is a Keyword search. Use the drop-down to select the
object type for which you are searching.

v |Sea’c1 . Pl (iLVJmicrLlrnks:‘

Part, Change Request,...

e Select the Advanced Search tab to perform a Name and/or Number search.
iy

Search History and Saved Searches ‘ Advanced Search @

Save This Search

Keyword:

Type: Add

[~ anTypes [ @part [ Gl change Request [ @ Change Notice

[~ E¥eroblem Report [ Elbocument [ B cap pocument [~ & Requirement
Context Options &

[~ Al Contexts [¥ 3 NE Example Product [ 38 NE SEI for GSDO Product
Criteria:  Add

O | —
T o —

Find: With all of these criteria &

Search  Save This Search

\”bThe Asterisk and Question Mark (* and ?) are commonly used wildcard characters and can be
very useful in finding documents.
Search in table pe

@A useful tool for finding information within a folder is to use the Search in table
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1.5.4.3 Setting Search Preferences

¢ In the Preference Management table, there is a category specific to search preferences. Within
that category, each search preference is named and a short description of the preference is provided.
The current value of the preference is also displayed. There are two settings to make note of here...

e Enable Index Search — Choose to perform an index search when text is entered into the Global
Search or Keyword Search fields.

e Yes/No - The System default is Yes (use Index Search).

e Search Mode — Simple is the default mode; Advanced allows you to enter more specific search
queries using Fast Query Language.

= Preference Management | Standard
v [ g

Name t Value Description
H Revise

H Save As Save As operation preferences
g Search

All Applicable Object Types Search Abstract Specification, Proble... List of types shown in Type Picker in Search pages. Also the liz

Enable Index Search Yes Choose to perform an index search when text is entered into

Excluded Part Subtypes Configures the part subtypes that are excluded from searches
Global Search Default Types List Part, Change Request, Chang... This preference specifies the object types displayed in the glok
Latest Version Search No Search for the latest version of objects.

Recently visited Context Picker list size 5 Recently visited Context Picker list size

| Search Mode Simple Choose the type of Keyword search to perform.

1.5.4.4 Using Wildcards

e Wildcards allow you to modify your search. Without wildcards, search results are limited to the
objects that exactly match the words or numbers you enter in the search field.

e Wildcards are useful when you are not certain of the exact name or number of an object or when you
need to search for multiple terms that have several similar characters (such as model skel0001,
skel0010, skel0005).

e The most common wildcard, an asterisk (*), indicates one or more characters can appear in a
position. The asterisks indicate the word could be preceded or followed by one or more
characters.

e Examples/Results like the following would be returned:
e xstoragex — 79k10338_storage
o xstoragex — 7910338_storage_tank_skel0006
o xstoragex — 645M0300060, RESTRAINT POLE STORAGE FIXTURE_PAR37238

e The question mark (?) can also be used in all search fields to indicate that one character can
appear in that position.

e Examples/Results like the following would be returned:
e xtank_skel000? — 7910338_storage_tank_skel0001
o stank_skel???? — 7910338_storage_tank_skel0005
e xtank_skel00?? — 7910338_storage_tank_skel0099
@ Note: Wildcards cannot be used in place of text. You must include one or more characters with
a wildcard in order for the search to be valid.
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1.5.4.5 Keyword Search Capabilities & Wildcards

Information indexing — When information is stored in KDDMS, it is indexed word by word, and
then becomes searchable using the keyword search mechanism. The keywords are organized and
indexed, and are used as the comparison target when you exercise a keyword search.

The indexing process looks at all the words, including attributes, names, descriptions, text, and the
document contents, and identifies each word that is separated by spaces or punctuation as a
keyword.

e For example, all the information you see on a Document or Part Details page is indexed word by
word.

Keyword searching wildcards — When you don't know the specific target item you're looking for,
a keyword search can save you time in finding information or occurrences of information. Keyword
searching includes the use of wildcards like those discussed earlier. Here are a few other notes to
keep in mind:

e Boolean operators (AND, OR, NOT) are also supported, creating a powerful searching tool. This is
especially useful in locating information you are not familiar with.
e Keyword searching is case insensitive.

e Keyword searching is always combined with the other search criteria fields, so the results of a
keyword search can be further screened by type of object, dates, owner, or any other fields in
the lower section of the Search page.

1.5.5 The KSC Lifecycle

A KDDMS Lifecycle is a system of States associated with each document in KDDMS.

e A Lifecycle State represents a stage of development, such as In Work, or Released.

In Wark Completed Released Cancelled Superseded InactiVE—FND| Stored LUnder Review

KDDMS allows only a single State to be active for a document at any given time. The KSC defined
States are...

e In Work, Completed, Released, Cancelled, Superseded, Inactive-FND, Stored and Under Review.
e  Primarily, we will be employing the In-Work and Completed States.

e More on this later in the Manipulating Documents section...
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1.5.6 Versions and Iterations

e All documents in a Product are Version controlled.
e All documents in KDDMS use MIL-Std versioning.
e For example, —.1 > A.3 > B.6, and so on.

e AVersion is made up of both a Revision and Iteration. In the example image below, Version A.1
is made up of Revision A and Iteration 1 (revision.iteration.)

Revi’sj:n ’Iﬂ:ation
Version

e Revision — a Document’s major revision is incremented (for example, A.4 to B.1) when the Revise
Action is applied.

e The default revision sequence is: —, A, B, C...

e Iteration — Mechanism to historically track updates to a document. Each time a document is
Checked-In to KDDMS, its iteration is incremented (for example, A.4 to A.5.)

e The default iteration sequence being 1, 2, 3...

1.5.7 Managing Your Work

o KDDMS provides tools that can help you manage your work.

1.5.7.1 Manage Tasks

e The My Tasks table provides tools to help you manage tasks for the Contexts you are a member of.

= My Tasks | Al M

@ & @& 7 L |[Actions:
Mame | \z Accept Tasks Hbject
n\% " K5C Signature ‘z Reassign Tasks (C Signature Required - K-CT-00054, Approval Signature Required
2 " KSC Signature .a Dedine Tasks C Signature Required - K-CT-00053, Approval Signature Required
n\% " KSC Signature / Edit C Signature Required - K-CT-00048, Approval Signature Required
3 " K5C Signature D% Edit Multiple Assignments C Signature Required - K-CT-00047, Approval Signature Required
3 " K5C Signature }ﬂ Edit and Export to Excel C Signature Required - K-CT-00044, Approval Signature Required
u\% " K5C Signature ‘ﬂ Export to Excel C Signature Required - K-CT-00043 Approval Signature Required
14 | I“j Import from Excel 1L}

(0 objects selected ) £ search Task
earch Tasks
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1.5.7.2 Access Recently Modified Objects

e The Updates table enables you to view and sort the objects you have recently created or modified.
e Enables you to quickly access objects you frequently modify.

= Updates  Most Recent -

b &

Name Humber Version state Last Modified Context

=] Testo K0000124078-GEN (D) -1 In Work 2013-03-13 08:39 EDT  KDDMS Testing Product
=] cost-Data (1] K0000120348-GEN D A2 In Work 2012-05-30 08:28 EDT  KDDMS Testing Product
=] cost-pata 1] K0000120343-GEN D8 Al2 In Work 2012.05-30 08:25 EDT  KDDMS Testing Project
[E] cost-pata 1] K0000120348-GEN Fifa) 0.1 In Work 2012-05-30 08:18 EDT  KDDMS Testing Project
] cost-pata 0] KOO00120348-GEN (D) < Released 2012.05-30 08:19 EDT  KDDMS Testing Product
_] Fast-Test-5999 Iﬁ K0000018346-PLN < 2 In Work 2012-05-30 08:05 EDT  KDDMS Testing Product
=] Fast-Test-8999 2] K0000018346-PLN D9 1.2 In Work 2012.05-30 08:03 EDT  KDDMS Testing Project

1.5.7.3 View Checked-Out Items

e The Checked-Out Work table provides a list of all working copies of objects you have checked-out.

= Checked-Out Work | A1l -

= =N

&

Mame Mumber Version State Last Modified | Context

(] BLADE7.25 802828.PRT i ° -1 In Wark 2013-03-25 10:55 EDT  KDDMS Testing Product

1.5.7.4 Manage Notebook

e The Notebook table enables you to store links to Web Pages and KDDMS objects.

= My Notebook

| b [ g B | Actions-

MName

= D My General Links ;3

ﬁ eLearning Links ;3
Bopr knowledg.. D 23
=3 pay Hot Links -]
SLink to Access ... (D) 'f,.}

(0 objects selected )

1.5.7.5 Subscriptions

e Users can subscribe to objects, documents, or parts, to notify you of changes to them.

e You create the actual subscription within the object you are working with, and manage the
subscription from your Home page.

=| Subscriptions | My Subscriptions -

X =
_ Mame __|Events Subject Context

|:| Software Development Plan (SDF) (1) Multiple ME Example Product
|:| Cost-Data 1) Multiple KDDMS Testing Project
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1.6 Manipulating Documents
In this section, we will be covering...

Document Basics
Checking-Out a Document
Checking-In a Document

Setting the Document’s State

1.6.1 Document Basics

e A document can be manipulated in a number of ways, depending on what is desired...
e Opening a document just to look at it (that is, not modifying the document.)
e Opening a document to get a copy of it (while not modifying the original document.)

e Opening the document to make an authorized change to it (actually modifying the KDDMS
document.)

e How does KDDMS manage Documents — an overview...

e KDDMS is in charge of managing our documents. Access is controlled to — who can read it, and
more importantly, who can modify it.

e The next important item is how KDDMS handles changes to our documents...

e The mechanism KDDMS employs for allowing actual changes to any document is via
Check-Out and Check-In. What does this mean?

¢ KDDMS maintains Iterations of our documents. It does this using the Check-Out and
Check-In process.

¢ We Check-Out a document so we can work on it.
e  While the document is Checked-Out, no one else can make changes to it.

e After we are finished with our changes, we perform a Check-In — at this time a new
Iteration of the document is created.

\Q>Checking-1n a document always causes its Iteration to increment.

@If you Check-Out a document by mistake, you can choose the Undo Check-Out Action to put it
back the way it was. More on this later...
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1.6.1.1 Saving a Copy of a Document

e Itis possible, from KDDMS, to save a copy of any Office document to your computer’s Desktop. To
do so, we can select on the object’s format icon.

e From the Folders window, or the Document’s Details Page...

Part, Document v‘ Search Plael | Quick Links +
File Download - Security Warning ot
DIl @ Products > LETF System Product > Folders ssen
21 . . . Do you want 1o apen of save this file?
Actions = | 73 Folder - 03. Design Engineering
z Name: .52F i «
é- = Folders 17 cbjects ) = Folder Contents ! N Type: HTML Document, 107K C
Kl .
g . X1 Actons - From:  ddmsvdevd.ndc.nasa.gov @
Lt 1 ] Number Na d
sme A = e Open Save Cancel freed
DB, LETF System Product B O] 000043214 (£ 225m150| 4
3z 00. Migration Data dl = KODDOD43232-DSN [ 225m1 50l 4
4 3y 00. 8.0 Promation PDFs B = KODD0043231-D5SN [] 225m150) ] While file; & Internet can be useful, this file type can potentially 4
. ‘, hay ‘computer. if you do not trust the source, do not open or save
32y 00. Release Files (& [5] /=~ xo000043230-DSN [ 225m150j) Solware. What's the risk? 4
@ g 35 Engineering Drawings B = K0DDO043229-DSN 1] 225m L3Ok . e 4
(g 01. Project Management (& =] K00DO043228-DSN 11500002_01 Doo-1 Releaszd 2012-01-24
@ 02. Systems Engineering Fl = K00D0043227-DSN [£) 225m1500002_02 D - Released 2012-01-24
3 03. Design Engineering (&) [5]/=~ xoo00043226-DsN [£) 225m1500002_31 D Released 2012-01-24

e ...or the Document’s Details Page.

|2 Jvi | Quick Links y

@ Products > LETF System Product > Folders > 03. Design Engineering

Recently Accesse™
Actons +| 7] Design (KSC) - K0000043228-DSN, 225m1500002 01, -.1 File Download - Security Warning =50
=N - st /i Sk odeisistiinimminiotcs Enedadeheg i = _
é- Il structure || Content ||| Related Objects ||| Changes [ Traceabitiy [ History |ff Retationship Expiof] e 7t v o o s o Mt
s ibutes | More Attribut
g Name: . «
5 General

Name: 225m1500002_01 From  ddmsvdevd.ndc.nasa.gov
Status:
Primary Content: 22511500002 0L.pat i {2
Modified By:  Migration-User

2012-01-24 11:41 EST

Checked in

Open Save Cancel

Last Modified: Whie fles from the Intsrnet can be useful tis fle type can potentially
) i o c ot Wi o ek i i Biien. 0 R Gpew i Ve
a0

{

‘,_
X |
Type. HTML Document, 1.07KE ‘
this software. What's the risk ‘
|

~ Business

¢ A File Download dialog will be presented, select Save.

\:& Important — the result of this is a local reference copy. If your need is to modify this Document
in KDDMS, perform a Check-Out of the document first. More on this later...

\:&We don't use the Open choice because modifications made in this manner are not saved in KDDMS.

1.6.1.2 Creating a New Office Document

e Creating Office documents is a three-step process...

e First, you must create an Office document on your computer and save it somewhere locally to
your computer (i.e., your Desktop.)

e Second, you must identify the document’s sub-folder location where the file will reside.
\%y Usually, new documents in KDDMS are created from files you upload from your local computer.
There are however, other less commonly used methods — including for example, creating a

document from a pre-defined KDDMS Template, or creating a document that has no pre-defined
content.

\Q> Important — DO NOT create documents in the top-level folder of a Product.
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e Lastly, you are ready to upload the document. For each document object, you define its details,
the file itself, and (optionally) other relationships.

o KDDMS provides the following document creation methods...

e You can use the New Document utility to upload a single file and create document objects one
at a time.

IE]

@ Products » KDDMS Testing Product

| Actons ~ | 33 Product - KDDMS Testing Product

= Folders (17 objects ) = Folder Contents Al

Search in selected foider __|9] & 5] %3 [ % | Actions -
Name t ]

umber Name
= 7| ——{New Document
G2 KDDMS Testing Product () T Packages i

lojebiney o

e You can use the New Multiple Documents utility to upload multiple document objects.

DI[ @ Products > KDDMS Testing Product
A ke s by e SN ——— |
1 Actions ~ | 3 Product - KDDMS Testing Product
£
|| = Folders 17 object: = Folder Contents Al
g !
H o« B D% d e DY (R |
Name 1_ (] Nomber | Open |
4G, KDOMS Testing Product 5] - =
(23 1 Product Management | =

e Alternately, you can create a New Document from a KDDMS Template. You can use the
Template drop-down to create documents from predefined templates.

New Document -

I New Document

@ @
I set Attributes  set Attachments

il Product: KDDMS Testing Product

Il | ~Tpe: [Geneaixso [+

Template: - Select a Template -- [~]
__ Select a Template -
“Primary Co| Acceptance Data Package

Cost Estimate

" |

©| Design Data Manual
File| Design Verification Matrix ]

File| Engineering Instructions (E) n
Environmental Checklist i

Information Technology (IT) Security Checklist

o

Operating Criteria
Risk Matrix

e Before selecting the New Document or New Multiple Documents icon, you will want to
apply a checkmark in the desired Folder location.

e This checkmark identifies the desired folder location for the new document.

\Q>If you forget to do so, you can still identify a location (or change it) in the New Documents
Window Attributes section.

= Folder Contents Al M
@{1 S 5 D % Actions ~

=
LJ— New Document ||:umber Name Ve

c ] Packages )
v - | 4. Testing i
g' =] Windchill Parts D
® ] Product-Data D
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1.6.1.3 Creating a Single Office Document

e Before you start the document creation process, you will want to put a checkmark in the desired
Folder location.

e You can start the document creation process by selecting the New Document icon ) in the
Folders table of a Product...

= Folder Contents Al -
Eﬁl 8 5 D | Actions -

I—Jf New Document |[_umber Name Ve

Packages i)

@ &5
h 4, Testing || i
) =] Windchill Parts i
[ Ea Product-Data i)

e ...orin a Folder’s Actions menu.

= Folder Contents Al v
D % ;ﬂ & @m %.I I [ ] New Document
(=] Number Open » 5] New Multiple Documents
B 8 ~ ﬁ Upload Documents from Compressed File
— ew
@) ~
&l = 105 New Part

e This opens the New Document Wizard, which will step you through the document creation process.

e Choose the desired (KSC) document Type...

New Document
@ @®
Set Attributes Set Attachments

 KDDMS Testing Product
*Type: General (KSC) A
Analysis (KSC)

Template: CAE Document (KSC)
Design (KSC)

Document

*Primary 4 0, wing (ks NonProf) |17

*L{ECAD Data
T —
_|Plan (KSC)
Fil pyblished (EXT)
Reference (KSC)
———Report (KSC)
Specification (KSC)
Vendor (KSC)

e Choose an existing template or leave at the default (no template)...

|IEmPhtE:I -- Select a Template -- EE

*Primary Cot Acceptance Data Package
| Cost Estimate
| Design Data Manual
Design Verification Matrix
File Engineering Instructions (EI}
File Environmental Checklist
Information Technalogy (IT) Security Checklist
Operating Criteria
Risk Matrix —
Schedule
Schedule Change Request
Statement of Work (SOW)
= Attriby Team Roster
Test SAA Template
Validation Procedures
*Name: | Verification Procedures

Descripti V?rsmn Description Document (VDD)

Number:
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e Choose the Primary Source Content...

P>The Primary Content Source drop-down menu has four choices, of which we will primarily be
using the Local File option...

New Document
o \\1:9

Set Att_ributes Set Attachments

Product: KDDMS Testing Product
*Type: |General (KSC) [=]
Template: |—- Select a Template -- El
I*Primary Content Source: I iLocal File E
“Local File Path:  ||No Content [
File Name: URL Link
File Description: External Storage o

\:&The No Content selection enables you to create a document object, initially without any primary

content. Typically, a document object without content is used as a placeholder for which content
is added at a later time.

\:&The selections URL Link and External Storage should not be used in the KDDMS system.

e The Local File selection enables you to select and upload a file from your computer. You can
populate the Local File Path field by using the Browse button to browse to the file on your

computer, or you can use the drag-and-drop icon FE to drag a file from your desktop to the
New Document utility.

New Document

(1) @
Set Attributes Set Attachments

Product: KDDMS Testing Product

e [Genel |7

Template: | -- No Temnplates Available -- EI

*Primary Content Source: Local File [=]

*Local File Path:
ocal File Pat ‘ | [ E—— ] mﬂ

File Name: | ]

e The asterisk () identifies the minimum fields required.
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e If you haven't already chosen a Folder location for the document, you can do so now by choosing
the Set Location item at the right-hand side of the Select Folder line...

New Document

@ )

Set Attributes Set Attachments

Product: KDDMS Testing Product

Sol
| ® Select Folder [/KDDMS Testing Product

*Type: | General (KSC) @ Set Location - Windows Internet Explorer [P
Template: |- Select a Templd | S€t Location @
*Primary Content Source: E Context: [KDDMS Testing Product| ~ «y =
“Local File Path: [ Folder: n
| i
File Name: [ a. Prototype
File Description: || b ProtoFlight L e
¢ Qualification & Acceptance EE
CM-tests
K-Tests L —
Norm-Tests
PM-tests -]
8 Attributes [/KDDMS Testing Product/. Testng ]~
Number: (Gen 3
“Name: ma2| | open oK | cancel |
Description:
& Local intranet jfrotected Mode: Off Qv ®15% v
7
*Location: L

\:?> Remember, we want all our documents to live within the folder structure — not at the Root

level of the Product or Project.

e The final dialog enables you to specify the source of additional files that will be stored as

attachments.

e Attachments can be of three types — New Local File, New URL link and New External

Storage.

New Document
(@ \;-’,

Set Attributes  Set Attachments

[ = Attachments |
| = i3 %

=
— d| Location

*Label or File Name Attachment Description

(0 objects )

@

e Select Finish to complete the document’s creation.
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1.6.1.4 Creating Multiple Office Documents

e The New Multiple Documents utility enables you to upload multiple files as primary content and
generate a document for each one.
e Before you start the document creation process, you will want to put a checkmark in the desired
Folder location.
e You can start the document creation process by selecting the New Multiple Documents from the
Actions menu...

o

@  Products > KDDMS Testing Product

I Actons~ | 3 Product - KDDMS Testing Product

= Folders 17 objects) = Folder Contents A Y.
2 DudAmDh -
3Gz KDOMS Testing Product B =]

IpIoag Documents from Compressed File
3 1. Product M dtee
1. Product Management 0 =

@3 9 3 % New Part

e This opens the New Document Wizard, which will step you through the multiple document creation
process. Choose the desired (KSC) document Type...

New Multiple Documents

duct. KDDMS Testing Product

Gen'g}';i"f{&'sc) ....................... =

Analysis (KSC)

CAE Document (KSC)

.,| Design (KSC) .

= Attril Document

— @_] Drawing (KSC Non ProE)

— ECAD Data

8__ma n_|7PATH/URL/External Locy
Plan (KSC)

Published (EXT)

Reference (KSC)

) Report (KSC)

(0 objects | gpecification (KSC)

Vendor (KSC)

@ It's important to note that when creating multiple documents, all of the documents are created
as the same KSC Document Type chosen (i.e., General (KSC) in the illustration above.)
e Next, you will need to specify the source of additional files that will be stored as attachments.
Attachments can be of three types, as just noted earlier — we will focus on the new local file
attachment option.

New Multiple Documents

Product: KDDMS Testing Product
*Type: | General (KSO) [~]

= {Rttril?utes -
ok w o

B

— Attach new local file

Tt Type Icon | *PATH/URL/External L
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e Browse your computer and select the files to generate a document for each one. Verify (choose)

the desired folder location...

\%'There is no drag-n-drop for multiple document creation.

New Multiple Documents
Product: KDDMS Testing Product
“Type:  [General (KSC [=]
= Attributes Requied = (D abjects
- wn ./ @
e Ty g Cyde Template | KSC Docum:
] [ ketto0e (Generated] gl lect Folder UKDDMS Testing Product) (enecates GEN
Folder =
1 =] kss1623 | (Generated) gmj C Autcselect Folder (KDDMS Testing Product) (Qenerated) lGEN
® Select Folder [

Select OK to complete the multiple documents creation.

1.6.1.5 Creating a Document from Template

e The process for creating a Document from Template is the same as creating a New Document, with
the additional step of choosing the desired template.

New Document
& .@
Set Attributes Set Attachments

Product: KDDMS Testing Product
*Type: | General (KSO)

Templatg:

The primary content will be uploaded from the Template you selected

1.6.2 Checking-Out a Document

e To make changes to a KDDMS-managed document, we must Check-Out the document. This
operation confirms your intent to modify it.

¢  We will cover the process of Checking-Out a document from KDDMS, make a change and then
return it to KDDMS using the Check-In process.

e When a document is Checked-Out, two copies of the document exist.

The first, the Working copy, exists in a Working Location you designate — only you can see and
modify this copy.

The Original version, the Checked-Out copy, remains available for everyone to view.

R Products > KDDMS Testing Product > Folders

| Actions ~| |=] General (KSC) - KO000111847-GEN, Test5, -.1 0

Details Structure ||| Content Related Objects ||| Changes ||| Traceability ||yl5¢1s"
Version History \ Timeline

= Version History General

"

@] oo, File Name Size Sta
O o | -1Workingcopy) | &) & Tests doox 975 KB In'
B o |- ©nginatversiory  |(i) ) G Tests docx 975 KB in

1 |

-
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e To return the document to KDDMS, we must perform a Check-In (more on this later.)

\Q>Although we are working with Office documents at the present, the above statements also apply to

CAD Documents.

There is more than one way to Check-Out a document from KDDMS — from the right-click drop-
down menu, or the i-ball ** (and then Actions from Details page.)

@ Products > KDDMS Testing Product Right-Mouse-Button
| Actions | 3 Product - KDDMS Testing Product
i) View Iparmation I
= Folders (35 objects ) = Folder Contents Al
- P Hownload Primary File
Search in selected % & % D % Ao 4 Irch in tat]
Name 1 @] Number 1 [ vers
‘3% KDDMS Testing Product |+ B El k0000111847 Gl Qe 4 =il
55 1. Product Management @] [5][= x0000111849-G L
£3 a. Field investigations @] [5] =" k0000111848-GHI™Y Check Out -1
3 bICD @] = K0000111842-GHFY Check Out and Download =l
=3 c Design Concept and | (@] [5] (=" k0000111844-GYIN Check Out and Edit -1
=25 2. Design Disdiplines @] [5] [ ko000111843-GE = - L
# 5 a Mechanical m (&) E K0000101220-Gl -1

The best way to do this is the Check Out and Download option...

A Products > KDDMS Testing Product Right-Mouse-Button
| Actions | 3 Product - KDDMS Testing Product
i) View Ipfrmation —
| = Folders (35 objects ) = Folder Contents Al |
| @ Hovnload Primary File
| Search in selected N E @D / Search
Name 1 (@] Nu% L
G5 KDDMS Testing Product ~ * [ [E] =~ xod¥11  Openin " i
g 1. Product Management (@ = K0000111) i
[ a Field investigations (] E k0000114 ™Y Check Out i
Eg b-1CD (@] E| k00001114 i
3 c© Design Concept and | @ El k0000111 ¥ Check Out and Edit i
B = 1 . =

After choosing Check Out and Download, KDDMS presents a File Download window, with the
options to Open the document directly, Save the document to our computer, or Cancel the
operation.

File Download - Security Warning [éj

Do you want to open or save this file?

Name: ...c_nasa_gov32FWindchill%2Fserdet3%2FWindchill GWaAU
Type: HTML Document, 1.07KE
From:  ddmsvdev9.nde.nasa.gov

Qpen Save ] I Cancel

[ "'\‘ While files from the Internet can be useful, this file type can potentially
\P harm your computer. fyou do nottrustthe source, do not open or save
this software. What's the risk?

&

If we choose Open, the document will be opened directly (in this case by MS Word) — however,
KDDMS will put a copy of the document, on your computer, buried somewhere in your Profile in
some Temp directory. Worse, the document will have a temporary name (i.e., 7AD1230COF.tmp) —
or something equally hard to identify.

The recommendation is to Save the document to a location that you specify. The system will
prompt for the Save As location and will confirm the download is complete.
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\:b Having specified the location to Save the document, we will know where to find it later.
e Now that the document is Checked-Out and downloaded to your computer, if we look at the Folder
view, we can see the document has a Checked-Out icon ¥ applied to it. We have now successfully

Checked-Out our document and downloaded a copy of it on our local computer (in the location we
have chosen)...

@ Products = KDDMS Testing Product
y

| Actions ¥ | 33 Product - KDDMS Testing Product

-l Folders (35 objects ) = FoldeyContents Al v

Search in selected |2 ) /i3 =3 1 By | Actions ~

Search in table

Mame t [ Number Mame Version
JE& KDDMS Testing Product ~~ * | Oo El K0000111847-GEN (=] Test5 | i -1
=23 1. Product Management ‘ ‘ [F] :| K0000111848-GEN |a Test6 i) -1

We can now Open the /oca/document and make the desired changes to it — when we're done, we'll
need to return it to KDDMS by performing a Check-In, which we will look at soon enough.

Before we perform a Check-In, we first need to look at a few other items pertaining to the Check-
Out process.

1.6.2.1 Check-Out and Cancel

What about the Cancel option during a Check-Out? What does it actually do, since after all, it's one
of the options presented to us?

File Download - Security Warning ﬁ

Do you want to open or save this file?
Name: ..c nasa gov%2FWindchill%s2Fserviet3s2Fwindchil GWaAU

Type: HTML Document, 1.07KB

From: ddmsvdev9.ndc.nasa.gov

Open ] l Save ] [ Cancel

I '\‘ While files from the Internet can be useful, this file type can potentially
\\e' harm your computer. If you do nottrustthe source, do not open or save
- this software. What's the risk?

When you initiate a Check-0ut, the File Download window gives you the option to Open, or Save,
the Document. The Cancel option is also available — unfortunately, if we select Cancel, what we're
really cancelling is our choice of Open directly, or Save the Document.

E’You are cancelling the current operation, but what you are really telling KDDMS is; Yes, I want

to Check-Out the document, but I don’t want to do anything with it. (Not exactly what the
sequence of events would imply.)
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e Once we've chosen one of the Check-Out options...

i) View Information

@ Download Primary File

Open in 2

[} Check Out

[i‘- Check Out and Download

[} Check Out and Edit

| E——

e ..the document is Checked-Out — ¥ — even if we Cancel the download, or otherwise do nothing
with it...

|'_| Number MName

G =] [~ k0000111847-GEN ) TestS

\:&Important — If Canceling a Check-Out by accident is how you got here; see the Undoing
an Unintentional Check-Out section that follows — otherwise continue below.

e As we've just seen, cancelling a Check-Out request isn't really what it seems — the document is
Checked-Out anyway (we just don’t Download it to our machine.)

e This can be used to our advantage, but it is important to understand the inherent risks...

e Let's say we have a very large document Checked-In, and because of its size, it took a while to
get it Uploaded — it is not unusual for a, say, 50+ megabyte document to take 10 minutes or so
to get Uploaded on a day when KDDMS activity is high.

e That being said, what if you need to make a change to your document, and don't want to wait
through the long download — after all, you have the master document right there on your
machine.

e In this case, you could initiate a Check-Out, and then Cancel it — your document would
indicate it is Checked-Out (so no-one else can Check it Out and modify it), and you could then
make your changes and Check-In your updated master document.

@Important — If you do this, you must ensure you have the most up-to-date master document
content. Because when you Upload your newly changed master document, you will be declaring
it as the Latest-and-Greatest.
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1.6.2.2 Undoing an Unintentional Check-Out

e What do we do when we Check-Out a Document — but we really didn't mean to?

¢ The Undo Checkout function enables you to return an object to its prior state and status.

@ Products > KDDMS Testing Product

| Actions *| 3 Product - KDDMS Testing Product Right-Mouse-Button

= Folders (35 objects ) = Folder Contents Al -
Search in selected T % Gl & 0D B Actiong Sear:
Name 1 [ Number Name

]
@]

=% KDDMS Testing Product il Be =] xo000k(15 i) View Information Ly
2y 1. Product Management @} = K00001113) D

i P Download Primary File
=3 a. Field investigations @] B K00001118 D
g3 b.IcD @] E K00001118 D
=3 ¢ Design Concept and | (@] Bl K00001118 Openin L 5
i 23 2. Design Disciplines | @] B K00001118( 7] CheckIn D
# =5 a. Mechanical @] El K00001012 D
=3 b. MPS PVD Fluids @} = EXT101002 D
=3 © Avionics & Flectrical @] f1] 00000001, D
=3 o Manufacturing & As¢ @] = SPEN(ERj Y Undo Checkout i)
23 e Analysis B B[ | TEST - PA :&m d i

o KDDMS deletes the working copy, which eliminates any changes to the working copy.
e KDDMS returns the Checked-Out copy to its status before the Check-Out.

e Prevents unnecessary Iterations from being generated.

\:&Important — What we DO NOT want to do is simply turn around and Check-In the document
again. This will work, but it will also create a new Iteration of the document — not something we
want to do if we can help it.

1.6.3 Checking-In a Document

e Once you have completed your changes to a Checked-Out document, you can upload it back into
KDDMS by performing a Check-In.

¢ Checking-In a document allows you to share the document, and the changes you have made, with
other KDDMS users.

e Checking-In a document is pretty straight-forward — we've already seen much of the
sequence when in the Creating a Single Office Document section. As before, we'll use our
already Checked-Out MS Word document presentation, as seen here (note also the
current Version & Iteration is -.1.)

A Products > KDDMS Testing Product

| Actions » | 3 Product - KDDMS Testing Product

=l Folders {35 objects) = Folder Contents Al
:_] I—TJ JJ L JEE] %1 Actions ~ Search in table
(] Name r @] Mumber Name Version
jf{‘}'_\.‘ KDDMS Testing Product |l q (2] j K0000111847-GEN \D Test5 i) -1 I
223 1. Product Management | [} =] K0000111848-GEN (=] Test6 i) -1

e There is more than one way to Check-In a document into KDDMS — from the right-click drop-down
menu, or the i-ball “* (and then Actions from Details page.)
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@ Products > KDDMS Testing Product

Actions = | 3 Product - KDDMS Testing Product Right-Mouse-Button

= Folders (35 objects) = Folder Contents Al

0 % &t 0 &g

Name 1

‘G KDDMS Testing Product

Number Name

[a) K000011T847.

i) View Information

3| O

93 1. Product Management

K0000111848.

P Download Primary File

[ a Field investigations K0000111848.

3 O

3 b.ICD K0000111842.

3 ¢ Design Concept and |

3 3

K0000111844. Open in b D

K000011184: i
j & Checkn
K0000101220km i

323 2. Design Disciplines

25 & Mechanical I (@

| (o] (o] (o] Cor] ) ] )

e From the Check-In dialog, there are few things needing our attention...

e First, we need to choose either Upload file: and browse to the local file path of our
document.

e Second, we will want to add Comments — while this is “officially” optional, it should be
considered standard practice. It makes looking at several Iterations of the document (like on
the Details page) easier to understand. The Comments entered allow us to quickly see what
was changed and when.

Checking In General (KSC) - K0000111847-GEN, Test5, -.1 2]
*Primary Content Source: Local File - =
*Local File Path: a Upload
file: [C:\Users\ghspence\Documents\TestS.docx [ Browse.
T Do nat upload file (The server copy of Test5.docx will be kept) E
File Name:
File Description: Test Document -
Comments: change made to document b ~
* Indicates required fields. OK |l Cancel

\Q> Important — make sure you are uploading the correct document!

\Q> Be descriptive with your comments — add dates and/or other descriptive data that will allow
others to understand what the changes actually were.

e Third, to proceed with the Check-In, you will choose OK.

e When we look at the Folders view we see several changes — our document is Checked-In (no
longer marked as Checked-Out), and the Iteration has changed (from -.1 to -.2.) The Last
Modified field shows the date/time of the modification.

T % 5 % 0 % | Actions - Search in table P E -
@] Number Name Version State Last Modified |

0 J K0000111847-GEN \ﬂ Testd i) I-‘2 In Work 2013-03-14 15:22 EDT |
= 1

> We are just talking about Office Documents here — CAD Document processing will be covered in another
document.
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1.6.4 Setting a Document’s State

e Documents are moved between States by the Set State Action, Promotion Request, or Change
Process — we will focus here on the Set State action...

e States are the same for Creo, Office and Product Structure documents.

Completed Rslsassd‘ Cancslled‘ Inactlvs-FND‘(J’S@i
| | ||

=
e The three States that can be employed are the In-Work, Completed and Stored States.
Primarily, we will be employing the In-Work and Completed States.

Under Review

Supsrssded‘
|| ||

e The only State a document may be worked on (modified) is the In-Work State.

1.6.4.1 Set Lifecycle State

e KDDMS enables you to manually set the lifecycle state. You can only set the state of an object if
you have Modify permissions for the object.

e The Set State action enables users to move to other States in the KSC Lifecycle.

e Multiple destination States provide a user with a choice of the state of an object is set to when
performing the Set State transition.

e A Lifecycle State represents a stage of development

e Normal Processing States available — In-Work/Completed/Stored.
e States can be set from In-Work to Completed or Stored.
e States can be set back to In-Work from Completed/Stored.
e Only the In-Work State allows the Document to be modified.

e The Set State action is available by a right-mouse-click on the document.

@ Products > KDDMS Testing Product

| Actions ~ | 33 Product - KDDMS Testing Product

i) View Information —
= Folders ( 35 objects ) = Folder Contents Al
P Download Primary File
S EEEL Searc
Name @] Number
I KDDMS Testing Product. | * | [0 E xooco11ts]  Openin Pa
23 1. Product Management @] B K00001118: Right-Mouse-Button iy
3 a. Field investigations @] ][] k000011184 Y Check Out b
g b-ICD @] =] 000011184 G Check Ougefid Download i
3 < Design Concept and | = = K000011184 Y (hadf@ut and Edit i
2 2 Design Disciplines | (] = k000011184 =5 i
# 23 2. Mechanical 1 = =] K000010 i
3 b. MPS PVD Fluids (] = EXT101002 i
(3 © Avionics & Electrical = ' K000000014 s @it i
3 d- Manufacturing & As @] =] SPENCER TE iy
3 e Analysis ) B TEST - PART ew ' iy
B3 f S&MA milnE ) 1 Copy b
=3 3. System Engineering B B8 ?,] Rename i)
g 4 Testing @) B3 % Move i
3 a Prototype C ) i)
(3 b. ProtoFlight (@] Ea ) i
E3 ¢ Qualification & Accep ] Ea i)
] CM-tests ] i
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e Documents can be changed from the default In-Work State to either Completed or Stored.

Set State @

(

States]  Completed ﬂ
Completed
Stored

| OK | cancel

e Completed and Stored States can only be changed back to the In-Work state.

Set State @

[ 1
Stateg In Work

OK | cancel

1.7 Getting Help with KDDMS

In this Section we will cover...

Available Help within KDDMS
KDDMS Info + Pubs Website
Getting Help for KDDMS
e Help is available from the > Help drop-down menu...

All Types m ‘Sea'm... Plwv. IQuickLinksv

Windchill Help Center b H
About Windchill Clipboard
Windchill Support Center Website - WVS Job Monitor
Windchill Communities My Settings b
Contact Windchill Publications Event Management
Welcome to Windchil &, My Notebook
Quick Start Guide Software Downloads
What's New in Windchill & Email Page

Copy Page

e and also from anywhere there is a Context Sensitive Help Icon @
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1.7.1 Available Help within KDDMS

e From the menu, the Help option provides two important types of help for Windchill...

e The Windchill Help Center — online directory of help information.

Help Center
Wlnd(lhl" %% link to this page
Advanced [l E “ = @ ]
= - - i
E 3 i Windchill 10.1 Help Center ol
2o e
@ New & Changed for This Release
@ Wwindchill Fundamentals ) ) .
@ Data Management Capabilities Browse the Table of Contents From the Configuration tab iz, Uﬁﬁ the Learnil |
o . tab to see the collection of topics you can set preferences for additional infol =
@ Specialized User Capabilities available in an information display of search terms and outside of the
@ Basic Administration category. Click the book icons choose a language. When
@ Specialized Administration to expand @ and collapse @ you click Profile Settings £z,
the content structure. you can select user roles of

@ Enterprise Administration inferest fo you
@ Integration with Other Applications Click &to create a topic collection W
@ Installation and Upgrade for purposes of printing a subset

@ Basic Customization of help topics.

@ Advanced Customization

|? Help Center Guide

& Favortes |G Windchill an Important Part of the PTC Produd ...

Help Center

Windchill

< [T

¢  Windchill Support Center Website — link to the Windchill Support Center Web page at PTC.com.

e Access to information in the Windchill Knowledge Base, Reference Documentation, and other
Technical Support tools.

e Other Help options —

¢ Windchill Communities — opens a window to the PlanetPTC Windchill community web site, an
online forum for PTC users.

¢ Contact Windchill Publications — starts a draft E-mail addressed to the PTC Documentation
Team.

e Welcome to Windchill — provides guidance on how to use the Windchill user interface.
¢ Quick Start Guide — downloads the Windchill Quick Start Guide (PDF) from PTC.com
e What's New in Windchill — opens a window to the Enhancement Details page of PTC.com.

e Provides information about the product enhancements available in Windchill 10.1.
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1.7.1.1 PIC Learning Connector
e PTC's Learning Connector provides links to web-based training (eLearning) about your topic of
interest, from PTC University.

e In many pages within KDDMS, you will see question mark symbolsg . Selecting these symbols
launch the Windchill Help Center and navigate you to the information specific to the subject
matter to where you selected the symbol.

To activate the PTC Learning Connector, choose Get Started to begin the Learning Connector setup.

Your System Administrator has Installed:

PTC LearningConnector

» Get Started

You will be asked to login to your PTC University Precision LMS account.

Point. Click. Learn.
PTC LeamingConneclor provides you with direct access to PTC University el eaming lopics and KnowledgeBase
documents all from within your Help Center. Leam More &

Log in to Precision LMS:

1. See How it Works 2. Complete Your eLearning Setup

@ Yes, set up el eaming
Log in o fink the LesmingConnector o your Precisicn

LIS sccount. f you do not have an sccount.please
select Not at this fime.

Leamn More ©

@ Not at this ime

» Start Using PTC LearningConnector

e Once you have logged in, the PTC Learning Connector will display the eLearning search results
for the specific topic where you selected the @ .
Help Center
Windchill R ik to s page
[0 ptvanced ] nleaEo=04
] 3 w
¥ @ e [eteaming ¢ owledge Base Search LofinngComnector |
@ ing Your - 4 tope S0
(i Navigating the User Interface B2 Work Management with Windchill PDMLink 10.1
® navigator Overdew Managing Checked Out Objects =
= T::: ?::eve s & Work Management with Windchill ProjectLink 10.1
) Checked-Out Work Table Managing Checked Out Objects ©
a ;;:a‘:::::ﬁ‘;?:wiew B Locate and View Information with Windchill Projectt.ink 10.1
 Quick Links Overview > Using the Home Page
?i ?;r:“::s fr%i:}er:e{z:ng il a Lof:::mngn; ;/:m with Windchill PDMLink 10.1
.0 Managl:g Y‘:ur"w::‘ e » View Knowledge Base results
e Selecting an item from the search results will launch the specific module from the eLearning

course.

[ Locate and View Information with Windchill PDMLink 10.1 !

—

S & Using the Home Page
B Lecture
@ & Exerase: Using the Home Page
@ & Using Quick Links
@ &3 Using the Navigator
@ & Using the Breadcrumd Trail
@ &3 Navigating Products and Libraries

b Thide Goursellop L3 Fityisy LR Everiee Mode  GlAdddoRecantly Vigwed I
Course Map [HC)
I Click [B] below to listen to the audio version (02:01)
Interface

Using the Home Page

The Home page provides information that is specific to you.

E]
»

®

| Tasks | Updates | Checked-Out Work

—
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1.7.1.2 KSC KDDMS Information & Publications Website

The KDDMS Information & Publications website (a.k.a. Info & Pubs) provides a central online
resource for KSC specific material —

e URL-http://kscddms.ksc.nasa.gov/index.html

@ JOHN F. KENNEDY SPACE CENTER

KDDMS
Information &;
Publications

\:&A quick link to the KDDMS Info & Pubs site can be found on the KSC Internal Home Page...

SYSTEMS & APPLICATIONS (TOOLS)

+ Access Level Management System
(ALMS)

+ Calysto (Risk Management Tool)

+ Competency Management System (CMS)
+ Electronic Official Personnel Folder

o
+
+ Engineering Data Mgt Info+Pubs (KDDMS)

+ Facility Information Center (FIC)

+ FedTraveler

+ Human Resources Portal (Agency)
+ idMAX

1.7.2 Getting Help for KDDMS

1.7.2.1 KDDMS User Support at KSC — Where do I go for help?

The KSC Info & Pubs website also has a quick Link to this site.

KDDMS
Information &
Publications

= InfotPubs HOME i i
Welcome to the KSC DDMS Info and Pubs site... Resources..

+ GETTING STARTED

News... Quie s
+ DOCUMENTATION / GUIDES + Need MathCAD Prime 2.07 (Lzam Morz | — [new)
+Want to know who can do what in Products/Projects? — (new) + KOO Ll
i +You'll want to know about the new ProE Rename App... (new) +KDDWS Releaze FAQ
+ SUPPORT + Getting Started with ProE-WF5 and KDDMS-9.1 +KSC Naza NE
+ Check out the new Training content available + NE Design & Analysis Wiki
+ REFERENCE + Got a new ACES Machine? Need to know what needs to be done + NE Systems + Reliability
1o oet vour tonls reinstalled? +KSC Nasa IT

NE CAD/CAE CAD/CAE Sharepoint — CAD support repository for all CAD related content.
e URL-https://sp.ksc.nasa.gov/sites/cad/Resource/default.aspx

"é Home - NE CAD/CAE Resource - Windows Internet Explorer

@ Uv ‘: ,,[https:r’/sp.ks(‘nasa.gov/s:tesvr‘cad/Resource/cefauh,asoxl
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o From either link, select the New Support Request button to initiate a support request...

Libraries

KSC Library

KSC Training Library
Reference Docs

Support Request Ticket

FH ut the fu ing ¢ ppt oque est ticket for h\p
. 1 hude ny item number: ssa attachments
o If this is a urgent matte\ create the saue mcket “nd then contact the support group directly (Support Contact Information).

@ The content of this item will be sent as an e-mail message to the person or group assigned to the item.

Actions
Issue Tracking

PDD Set Checking

Tools

Creo Homepage
AutoDesk Homepage
AutoDesk

Software

[Title = |

Issue Description (short)
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1.7.2.2 Reference eLearning (https.//PrecisionLMS.PTC com)

e Update to Windchill PDMLink 10.1 from Windchill PDMLink 9.0/9.1

e Introduction to Windchill
e Introduction to Windchill

PDMLink 10.1 for Heavy Users
PDMLink 10.1 for Light Users

e Windchill PDMLink 10.1 for Information Viewers

e Locate and View Information with Windchill PDMLink 10.1

e  Product Structure Management with Windchill PDMLink 10.1

e Standard Document Management with Windchill PDMLink 10.1
e Visualization with Creo View Lite 2.0 for Windchill PDMLink 10.1
e  Windchill PDMLink 10.1 for Creo Parametric Users

e Windchill PDMLink 10.1 for Information Viewers

e  Windchill PDMLink 10.1 for Managers

e  Windchill PDMLink 10.1 for Reviewers and Approvers

1.7.2.3 Reference PTC Documents

e  Windchill 10.1 Quick Start Guide
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1.8 Glossary of Terms

The definitions below are specific to KDDMS...
BOM (Bill of Material) — a listing of the quantity and type of objects that make up a Creo assembly.

Creo CAD Document (EPMDocument) — is used to store engineering design data such as drawings and
models. It is a revision controlled; lifecycle managed item containing a CAD model.

Check-In — allows sharing of changes with other users, relinquishing exclusive modification privileges to
specific objects in KDDMS.

Check-Out — allows exclusive modification privileges to a specific objects in KDDMS.
Context — a storage container. KDDMS is comprised of several individual Contexts.

Creo View — a data viewing and visualization tool in which you can view the files and properties related
to the selected document, as well as create annotation of the data.

Document — object designed to store any electronic data. A document can stand alone or can be
associated with other documents.

EPMDocuments — Creo CAD Documents

Iteration — mechanism to historically track updates to a document; each time you Check-In a modified
item the system stores that item as a new iteration of the original.

Library — a KDDMS Library provides the context under which standard hardware and commonly used
objects would be stored.

Lifecycle — this is the core capability to manage an item’s maturity as well as access control policies for
a set of roles in the system.

Product — a KDDMS Product provides the context under which a team of people can create and manage
all of the information that is relevant to the design, manufacture, and support of a product.

Product Structure — a structured set of KDDMS objects that collectively define a product.

PTC Learning Connector — direct access to PTC University eLearning topics and knowledge based
documents.

Thumbnail — reduced sized versions of images or pictures used to help recognize an item without
opening it first.

Undo Check-0ut - this removes your Check-Out lock on the set of items.
Version — displays the revision and iteration of the CAD document.

Windchill — a browser based large Product Lifecycle Management (PLM) system providing control of
versioning, history, iteration and revisions.

Windchill Context — Product, Project, Library
Windchill Content — Documents, Creo CAD Documents, Product Structure Documents.
WTDocuments — Office Documents

WTParts — Product Structure Documents
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